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Overview of Application Process

The Summer Food Service Program (SFSP) requires the annual submission of an application or contract to participate in the SFSP. This Manual will help
you to navigate through the on-line application process. If you have any questions after reading through the Manual please contact Amy Kolano at
608-266-7124.

What can on-line contracts do for you?
Decrease the time you spend on the application process! Much of the information that is entered will 'roll-over' the following year and require that
the Agency only update that information.

Why is it important to follow this Manual?
The Manual provides you with step-by-step instructions for each screen you will need to complete. Following these instructions will help prevent loss
of data and prevent frustration on the part of the Enterer!

What do you need to know prior to entering the application information?
Everything that is part of the Application! You need to be prepared BEFORE sitting down at the computer to complete the application process. The
following is an outline of what will be asked for:

General Information:
= name, address, phone number of the sponsoring agency
= dates of operation for the entire summer operation
= copy of your federal tax exempt status (if new)
= decision on whether to receive USDA Foods (if eligible)
= decision on whether to request an advance in payment
= completed Vendor Agreement if purchasing meals from a vendor (if over $150,000 invitation to bid and bid schedule must be
submitted to DPI prior to award)
= planned summer menus if a new sponsor or concerned about meeting the Meal Pattern Requirements
= completed media release (if not using the DPI prototype)
= completed Letter to the Health Department (everyone)

Administrative Personnel
= Names, title, number of hours devoted to SFSP, salary per hour

Budget Information
= Estimated income to be used to finance the SFSP
= QOperational budget (food, non-food supplies, food service labor, kitchen utilities, cost of transporting food or children, delivery truck
rental, etc.)



Overview of Application Process Continued
= Administrative budget (administrative labor - monitoring, completing the application, claims; administrative utilities, postage, office
supplies, etc.)

Sponsor Management Responsibility
= Name of person(s) with various management responsibilities, titles

Sponsor Training Sessions
= Name of person(s) conducting the training, training date(s), topics to be covered

Civil Right Pre-Award Compliance Review Information
= Estimate of the racial ethnic make up of the children you will be serving in the SFSP
= Efforts made to assure that minority populations have an equal opportunity to participate
= Effort made to contact minority and grassroots organizations
= List of federal agencies providing financial support to the sponsoring agency and declaration of compliance

Site Application Detail
= Name, address and phone number of site(s)
= Name of site supervisor
= Type of site and how it is eligible (supporting documentation of eligibility may be required to be mailed or faxed in to DPI)
=  Whether or not the site participates in any other Child Nutrition Programs
= Tentative monitoring dates for each site
= Names of monitors

Site Meal Service Information
= Decision on whether or not there is a need to request a meal pattern exception or variation (usually only requested if serving very
young children)
=  For School Program Only - decision on which menu planning system
= Decision on Offer Versus Serve provision to use for each site
= Location of site(s) (indoor or outdoor), how many children can eat at one time, how meal service will be supervised
= Meal count procedure for each site
=  Whether or not the site had participated in the SFSP in prior years, if 'yes', with which sponsor
=  Whether or not meals are prepared on-site or delivered
= Description of meal order adjustments, storage facilities, etc.

Food Service Personnel Information
= Name of food service person(s) at each site, total numbers devoted to SFSP, salary per hour, food service duty, dates of employment

Session Information
= Dates of operation for each site, number of days operating each month, operating days of the week and types of meal services

requested
= Estimated number of children to be served at each site



= Estimated number eligible for free/reduced price meals
= Beginning and ending time of meal service

New Agencies Only

In order to access the on-line application, new agencies (those that have not operated ANY child nutrition program) must obtain a temporary
agency code and password. Please contact the DPI office at (608) 267-9129. A permanent agency code and password will be provided to you
upon approval of your application.

What kind of documents need to submitted to DPI?

Documents required in addition to the SFSP application are to be submitted online. All sponsors must submit a copy of the Letter to the Health
Department. New sponsors that do not participate in the National School Lunch Program will need to also submit a copy of the signed
Agreement/Policy Statement. For prior year sponsors, a copy of the signed Agreement/Policy Statement is on file at DPI. The agency will need to
"Agree" to the terms of the Application, Agreement, and Policy Statement each year on-line. Agencies should download the Agreement from the
Certification page and read prior to clicking on the “Submit” button.

If a sponsor chooses to use a different media release than the one provided by DPI, the media release must be submitted to DPI for approval. If an
agency plans to provide meals using the Child and Adult Care Meal Pattern or is requesting another type of meal pattern variance, this request must be
also be submitted. Vended sponsors must submit a signed Vendor Agreement. If the vendor agreement is over $150,000, a copy of the invitation to
bid and bid schedule must be submitted to DPI prior to award. In addition to the above, all new sponsors must submit a copy of their agency's
501(c)(3) status (if a Private Non-Profit Organization and not a church) and a copy of their planned menus.

Questions throughout the on-line application will trigger the need to submit the above items. After entering all application information, you will be
reminded of the documents to upload in order for your application to be approved.

Amy J. Kolano, RD, CD

Summer Food Service Program Coordinator
Department of Public Instruction

PO Box 7841

Madison, Wisconsin 54707-7841

Fax: 608-267-0363

amy.kolano@dpi.wi.gov
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Basic Application Navigation Instructions

LINKS TO A PRIOR PAGE - In order to return to a prior page/screen that you have already visited, you must click on one of the ‘links’ at the bottom of
the screen. The name of the link will tell you what screen you will go to. These links are in a horizontal row at the bottom of the screen and are a
different color than the regular printing on the entry pages.

Remember that you must go forward to the next page to automatically save new information that you have entered. If you simply click on the “Back”
icon at the top of the screen your newly entered data WILL NOT BE SAVED when you return to the page.

LINKS TO OTHER PAGES — If a portion of text is underlined, i.e., Site Information, this means that if you click on this underlined text you will go to a
different web page, called a “linked-page” or “link”. If you go to a link on another page by clicking on the underlined text, the next time you are in the
same menu the link will be a different color. This is controlled by your browser (Netscape or Internet Explorer).

GO BACK TO PREVIOUS PAGE — To return to a page you were just on (or others before that) just click on the “Back” button on the Internet Menu on
top of the page, on the left side of the screen.

Remember that you must go forward to the next page to automatically save new information that you have entered. If you simply click on the “Back”
icon at the top of the screen your newly entered data WILL NOT BE SAVED when you return to the page.

GO FORWARD TO A PAGE - You may only go forward to a page by clicking on the link that will send you to the appropriate site. However, if you have
used the “Back” button (#4 above) you may then use the “Forward” button at top of screen to return to a page you have already entered.

TIME LIMITATIONS — A timer starts from the moment the application site is entered. If there is no activity at all for 30 minutes, the user will get an
error message and has to return to the main “Login” screen. Any movement on a page at all, such as going from one screen to another or even just
moving to another entry field on the same page will reset the 30-minute timer. This limit is set up so that users do not log in to the FNS site and stay
on it all day without entering any information.

EXIT PROGRAM - Blue boxes at the top of the screens include “Logout.” Click on this “Logout” box to exit from the entire program. If exiting the
system before completing the contract, be sure to click on the "Continue" button at the bottom of the screen you are working on. This will save the
information from that page.

ACCESS CONTRACT AFTER FINAL DPI APPROVAL - After the completed agency contract has been approved by the assigned consultant at DPI, the
sponsoring agency can access the contract to print or update information. Access the DPI site at: http://fns.dpi.wi.gov/fns online. You will then use
the permanent Agency Agreement Number (Agency Code) assigned after final contract approval.



http://fns.dpi.wi.gov/fns_online

Wisconsin Child Nutrition Programs

. .
Lo gging on to the Website Qs ghsans | WeEGT o ne Wiscorsin st o Publ Insction Comuniy 2 School Wt Prograns Hoe Page
" " Nutrition Teams Staff members in Community and School Nutrition Teams provide nutrition information and program guidance to
ecktilindetic' sponsors of the National School Lunch Program, the School Breakfast Program, Child and Adult Care Food
Program, the Summer Food Service Program, the Special Milk Program, and the USDA Commodity Food
Distribution Program. The Teams are also responsible for a variety of nutrition education intiatives that involve
collaboration with other state agencies, Uw-Extension, and regional and statewide child nutrition advocacy groups

1. Open the Internet Browser. You may use either Internet Explorer or Netscape.

Hot Topics »
Screens will appear differently on each. Internet Explorer is recommended, but Grans ’ -
. . Training » re 1 J "'r
data will be accepted from either. P oo | T B | k. =
Reauthorization
Index ' /. =] ‘ -‘J 48\ \
2. Use the mouse to click on the “Location area” at the top of the Browser page. Entire Persormel Drectory .,wfm{m s = o b ilaY

‘address link’ should be highlighted to start with. If not, highlight it with mouse. Ep s

Oniine Services

School Breakfast Summer Food
Program Program

Social Media: Facebook,
Twittep S e

3. Type the following: http://fns.dpi.wi.gov/ to replace ‘address link’. Press Enter to
to site.

Emal Us 3

FNS Home

4. Click on “On-Line Services” button.
Wisconsin Child Nutrition Programs Online Services

5. Click on the “Contract and Claims” link (scroll down to find internet application
and claim instructions for each program, if neede

The Summer Food Program contract will be open for updates 3/6/15.

USDA Foods

| | I Online Services Log-in Aids Register Ordering System

6. Enter the Agency's permanent Agency Code and Password. Note: the pass
be the same as the password used by your agency to submit reimbursement claims.

ntracts and Claims

If your agency code starts with a zero, do not include the leading zero(s) in your At-RiskEmergency Shelter
agency code. For example, if your agency code is 01-2345, you would enter 12345 as Claim
. . . School P Al | e .
your agency code. Enter the password as it was assigned to you. When done, click on Fnancial ropert Verification Collection Report
the “Submit” button. School Programs FNS-10
Report

For New Agencies: enter the temporary agency code and password. After

your application has been approved, you will receive your permanent
agency code, site code(s) and password.

(ﬂ LOG IN

Agency Code 999001

Password I
SehaotNutthlon [_Subrmit | [Reset]
FROGRAMS

Wiscowemm DRI



http://fns.dpi.wi.gov/

Logging onto the Website

Continued

7. Select “Summer Food Service Program” from the Main Menu.

Home-Day School Nutrition Community Nitrition Summer Food
2 Logout
Care Program Program Program

v " - |
Home‘ Home-Day Care School Nutrition Program Community Nutrition Program Summer Food Program Logout |

8. Select “Contract”.

\

9. Select “Enter-Modify Contract”

WISCONSIN DEPARTMENT

Home Day School Nutrition Community Nutrition Summer Food Lagort
Care Pru;ram Program Program g

Home iSummer Food Program| Claim Reimbursement Contract ‘

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

Home- School Community Summer

Dn, Nutrition Nutrition Food sipEcaliliK Othe'r Logout
Program Services

Care Program Program Program

Home Summer Food Program Contract nter-Modify Contract Upload Other Documents Print-Browse




SFSP Contract Preparer/Enterer Information

Each time you enter the FNS system to submit or revise contract

information, you will be asked to enter the name and contact f)UBLiC INSTRUCTION

information for the person who is entering the data.

. Home-Day School Nutrition Community Nutrition Summer Food L ut
1. Enter the “Preparer/Enterer Name and Contact Information” for Care Program Program Program °9°

Home Contract |Submit Contract]

the person actually entering the information or who can
Summer Food Service Program ( 2010) Application

answer questions on the information given. Contract Enterer Information
10014 - Adams-Friendship School District

2. An email address for the Contract Preparer/Enter is required.

[Contract Preparer/Enterer Information]

Please fill in all requested information. It will be used to contact the agency for any

3. Click on the “Continue” button at the bottom of page when you questions regarding the submitted Application.
have finished entering the information. First Name Last Name
Phone Number Extension

Email

4. Start entering information on the “Summer Food Service
Program, General Information” page. Be sure to complete the
Sponsor Application and the Site Application(s) prior to Bl covee
submission to DPI.




General Information

Most of the fields will be automatically filled in with prior year’s information. Please be sure to review all fields. Enter information where empty and

update as necessary.
1. The Agency Code should have automatically been transferred to this page.
2. Enter the Agency Name.

3. Select Sponsor Type. If "Private" is selected new sponsors will be required to
submit a copy of the Agency's Federal Tax Exempt Status - 501(c)(3).

4. Enter the Agency's EIN Number.

5. Select the County in which the Agency is located.
6. Select Sponsor Status

7. Enter Agency Street and Mailing Addresses

8. Enter Contact Information for the Authorized Representative of the SFSP.
Phone number: Enter only digits, no () or - or.
Person Signing: If someone else is authorized to sign the Claim Form, enter
the name of that person. If not, re-enter the name of the Authorized
Representative.

9. Enter the beginning and ending Dates of Operation for the SFSP and provide Total
Days of Operation for entire program.

10.Select Meal Preparation Type:

Self-preparation Sponsor: The sponsor prepares the meals which will be
served at its site(s), and does not contract with a FSMC or vendor for the
preparation of all or a portion of the meals.
Vended Sponsor: Sponsors that contract with a FSMC or vendor solely for the
purpose of preparation of meals for the SFSP.

11. Select Provider Type and Enter Provider Name.

€ poiiic nsmucTion

Home Submit Contract

Summer Food Service Program (2010) Application
‘General Information

10014 - Adams-Friendship School District

To apply for participation in the Summer Food Service Program (SFSP) complete the application along with site(s) information and
submit it to DPI. Collection of this information is & requirement of the SFSP.

Agency Name Sponsor Type
Federal Employer Identification Number County v
Spensor Status v

Agency Street Address
Street Address
City Zip
Mailing Address (Enter even if it is the same as the street address listed above)
Street/P.0. Box
City Zip

Authorized Representative
First Name Last Name

Title Food Service Director v Phane Number

Person Signing

Intended Dates of Food Service Program Operation and Meal Preparation Information

Program Start Date W ] [MM/DD/YYY¥]  Program End Date v / [MM/DD/YYYY]
Total Days of Operation
Meal Preparation [ @ self-prep O vended ]
[] check if vended and Sponsor reguests a waiver of the unitized meal requirement.
Meal Provider Type v

Provider Name

Check all that apply to your agency
[ applicant is requesting USDA commodities Value
If requesting commodities, Select delivery option £2
DAppI\cant is requesting advance payment for administrative costs
[ Applicant is requesting advance payment for operational costs

[ Applicant provides year-round services to the area or community served by the Summer Food
Service Program such as neighborhood recreation services, program for elderly, social services for
families, etc.

[ Applicant / organization or any person working for the agency/organization has been terminated or
has been seriously deficient in the operation of the Summer Food Service Program or any Child Nutrition
Program

DAppI\cant expended $500,000 or more in total Federal awards during the prier Federal Fiscal Year.

[] Applicant plans to submit 2-4 weeks of planned menus to DPI to review. (New Sponsor must select
this option)

[ Applicant will be using the media release prototype provided by DFI to notify the public of the
agency's operation of the SFSP. (If using another format, please submit to DPI for approval)

[ applicant participated in the Summer Food Service Program in priors year

Prior Agency Code Prior State | Wisconsin s |  Prior Year

10



General Information Continued

Sponsors that purchase meals from a vendor must submit a signed copy of the current Vendor Agreement between the sponsor and the vendor. A
sample vendor agreement can be found in the SFSP Administrative Guidance Manual attachments under Section 4, Meal Service. If the amount of
the contract exceeds $150,000, a copy of the invitation to bid and bid schedule must be submitted to DPI prior to the award.

12. Check all boxes that apply to your agency: - T B
USDA Foods — Sponsors that qualify may request to receive a one-time i resuesting SR Fonc, 5
shipment of USDA Foods. Select ‘delivery’ or ‘pick-up’. If the sponsor’s applicant is requesting advance payment for administrative costs
vendor will be picking up from the warehouse, select ‘pick-up’. Applicant is requssting advance payment for operational costs

¥ Applicant is requesting USDA Foods

3

optien | Delivery ¥

#| Applicant provides year-round services to the area or community served by the Summer Food
Service Program such as neighborhood recreation services, program for elderly, social services for
families, etc.

Advance Payments - Adva nce payments are made upon request, The amount Applicant / organization or any person working for the agency/organization has been terminated or
has been seriously deficient in the operation of the Summer Food Service Program or any Child Nutrition
of advance is determined from the estimated meals to be served. In some Frosram
. Applicant expended $500,000 or more in total Federal awards during the prior Federal Fiscal Year.
cases aCtuaI pErformance from the prlor summer may be used determlne the Applicant plans to submit 2-4 weeks of planned menus to DFI to review. (Mew Sponsor must select
. this option)
amount Of the advance' Advance payments WI” be dedUCted from fUture #| Applicant will be using the media release prototype provided by DPI to notify the public of the
. . agency's operation of the SFSP. (If using ancther format, please submit to DPI for approval)
relmbursement payments' Advance payments are made ona monthly baSIS' #| ppplicant participated in the Summer Food Service Program in priors year
Prior Agency Code (10014 Prior State | Wisconsin v Prior Year (2012

Sponsors must request the advance at least 30 days prior to the payment

dates of June 1, July 15, and August 15. Second month's advance payments

Check all the USDA program in which agency/organization participates

are made When a Sponsor Operates for more than one month and SmeItS the Mone Child and Adult Care Food Program ¥#| National School Lunch Program
reqUIred P|'1491, Certlflcatlon fOr Second Monthls Adm|n|stratlve and ¥ school Breakfast Program ¥ Food Distribution Program (Commodity) Special Milk Program

Operational Advance. School Food Authorities are exempt from this
requirement. The PI-1491 can be found in the SFSP Administrative Guidance
Manual Attachment Section.

Description of the method used to secure corrective action if problems are observed at a site, inlcuding plans for
follow-up and explanation of when a site would be closed.

Prompt action will be taken to correct the problem. Monitor will follow-up and document corrections made. Monitoring will continue
throughout the summer at a level to comply with program regulations.

Menus - New sponsors MUST select the statement indicating the applicant plans to submit menus to DPI to review. All other sponsors may
select this option as they feel necessary.

Media release - If the agency does NOT opt to use the DPI prototype a copy of the media release to be used for publicizing the SFSP must be
submitted for DPI approval.

13.Check all the other USDA programs the agency participates in. Sites participating in the SFSP are not eligible to participate in the Special Milk
Program for the same time period; sites which participate in the CACFP cannot switch to the SFSP unless: 1) there is a significant change in the
services provided, and 2) there is a significant change in enrollment - USDA FNS Instruction 782-4, Rev. 2. If CACFP is selected, the applicant must
submit a full description of the site services/enrollment changes for consideration.

11




14.Enter the Description of the method used to secure corrective action if problems are observed at a site.

15. Click the "Continue" button at the bottom of the screen.

Sponsor Administrative Personne

| Information

1. Enter sponsor personnel (names, title, # hours devoted to SFSP, salary per hour,
prior work with other SFSP sponsors and/or FSMCs) who will be responsible for
administering the Summer Food Service Program. Use the 'New Record’ button

€2 piiic insmocion

. L w
at the bottom of .the screen to add more personnel to the I!st. Click |Save \ |To [imeoms [ s i | cormmeymamion st 20| cognm
delete a name, click on the name of the person and then click on the 'Delete Sars R RESSEs Excuris

button.

As with the rest of the budget, if administrative personnel change after submissi
the SFSP application, an amendment must be made. The total of the Administrati
Salaries will be carried over to the Operational and Administrative Budget page.

Home Submit Contract

Summer Food Service Program (2010) Application
ini i Information

10014 - Adams-Friendship School District

tive Personnel
ate personnel information for those who will be responsible for administering the Summer Food Service Program
personnel click 'New Record' button. To drop personnel from the list select the person and press 'Delete’ button.

Review and
(SFSP). To add

- o Does Person
R \ < Title of Administrative = Total | Salary Per
a ition (i.e., Director,  Hours Hour, 1f  Total Salary | Work For
Person First Person La: Amount for = Other SFSP
Name Name Monitor,Clerical) to SFSP  Enter Zero i FSMC? o

| 1=fESko !comxwt

ISponsor Infol

WISEGNSIN DEPARTMENT OF

* PUBLIC INSTRUCTION
ome-Day | school Nuten | Communiy Nutrvon | Summer Fo0d | Logous

Summer Food Service Program (2010) Application
Modify, Dglete Selected inistrath T

10014 - Adams-Friendship School District

Home

Administrative Personnel

Provide the names, titles, hours spent on SFSR and Salaries of the staffing personnel. Indicate if personnel work for another SFSP
or FSMC. To Medify information change data aN click save button. To delete the record click delete button.

Administrative Person First Name

Administrative Person Last Name

Title of Administrative Position
(i.e., Director, Bookkeeper,
Monitor, Clerical)

Total Hours Devoted to SFSP

Salary Per Hour, If Volunteer Enter |
Zero

Does Person Work For Other SFSP [ Oves @no 1

Sponsor or FSMC?
H Back  [dsave DX oeere

[Sponsor Info]

12



Personnel Working for Other Sponsors and/or FSMCs

If "yes" was selected on the prior page to the question "Does Person Work for
Other SFSP Sponsor or FSMC":

1. Click on the name of the person listed.

2. Enter name of sponsor/FSMC and address for each affected administrative
employee.

3. Click on "Save"

WISEONSIN DEPARTMEMNT OF

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food L
- ogout
Care Program Program Program

Home Submit Contract

N

Summer Food Service Program (2010) Application
ing for Other / FSMC Information

10014 - Adams-Friendship School District

Administrative Personnel
Review and update infarmation of persannel working for other sponsor or food service management companies.

Click on First or Last Name and update the information
First Name ‘Lasl Name |Other Sponsor Name |0|her Sponsor/FSMC Address City ‘Zip |Stale Phone
Amy Kolano

!CONTIMJ[

[Sponsor Info] [Admin Persannel]

WISCONSIN DEPARTMENT OF

&y PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food L
0gol
Care Program Program Program

Home }

Summer Food Service Program (2010) Application
Update Selected Personnel Working for Other Sponsor/FSMC Information

10014 - Adams-Friendship School District

Administrative Personnel

Provide sponsor/FSMC names and other informations where personnel is also working. Click save button to save the data or 'Bac
button to go back without saving.

Other Sponsor Name

| Other Sponsor/FSMC Address
\ City

Zip

state [Wemren Tl

Phone

5
Blsack [ save

[Sponsor Info] [Admin Personnel]

13



Operational and Administrative Budget Information

The SFSP requires the sponsor to maintain a non-profit food service account and a é' PUBLIC INSTRUCTION
program specific budget. Amendments to the budget may be made after submission to
DPI. e |

Home Submit Contract

Summer Food Service Program (2010) Application
Income, Operational and Administrative Budget Information

Entering data on this page - do not use commas; Enter '0' when you have no expenses
for a line item.

10014 - Adams-Friendship School District

Indicate the expected income from all sources that will be used to help finance the
Summer Food Service Program

Enter $ Amount with NO comas. Only decimal is allowed.

Income Source Income Amount ($)

1. Indicate the expected income from all sources that will be used to help finance the S g e =W -
Summer Food Service Program. The SFSP reimbursement rates, found in the SFSP Estimated SFSP Reimbursement THIS Summer 79500.00
Administrative Guidance Manual attachments under Section 8, Program Payments, ooneren =

Others 0
will be helpful in estimating expected income. If Estimated SFSP Reimbursement Operational and Administrative budget
will not cover the cost of the Program, you MUST enter income into the “Other ST T e 3..:“{?;‘;
Costs
Income:” line. Total Income must be equal to or more than Combined Total oo w0020
Expenses_ Total Labor Salaries 0
Other Operational Labor 32000.00
Nonfood Supplies 3200.00
2. Operational and Administrative Budget. Enter all operational and administrative cost T >
associated with the SFSP. Please refer to Chapter 4, Program Payments in the SFSP Kitchen or Truck Rentel 0
Administrative Guidance Manual for more information regarding allowable vs. TUW::M?W T -
ransportation ildren or Foo ental
unallowable program costs. Note that in order for an item to be allowed as a SFSP rarpertation Chidren o1 Facd (ieage]
cost (either operational or administrative) documentation must be on file to support Other “00.00
the expense. Examples of support documentation can be found in the SFSP e L LSS
Administrative Guidance Manual attachments under Section 8, Program Payments. o . f—
Total Administrative Salary 1400.00
Please note that if equipment and/or office space is rented for the SFSP, rental e — ;
agreement(s) must be submitted to DPI. office Supply 10000
Transportation Admin. and Menitors (Rental) 0
. . . . . . ‘Transportation Admin. and Monitors (Mileage) 500.00
3. If estimated Total Income exceeds the combined total operational and administrative iiies 0
expenditures, describe how excess funds will be used in the text box provided at the [ezm: o
Postage 200.00
bottom of the page.
Legal Fees 0
Use Allowances 0
4. Click "Continue” when finished. other .

Total Budgeted Administrative Costs | 2200.0

Explain how excess funds will be used ff SFSP income excesds SFSP expenditures.(1000 or Less
Character)

!comxmz

14



Sponsor Management Responsibilities

1. Identify by name and title the persons responsible for: :

- Approving Purchases or Rentals &y PUBLIC [NSTRUCT O

Approving Number of Regular or Overtime Hours of Employees
Reporting Participation and Cost Data; Preparing Claims for Reimbursement el | W | ot o | e

- Coordination of Site Supervisors Home syomit Gontract
. . . . . Summer Food Service Program (2010) Application
- Coordination of Monitoring Requirements Information
10014 - Adams-Friendship School District
Review and update information for those who will be r ible for responsibilities. To add new personnel click "New

Record" button. To drop personnel from the list select the person and press 'Delete’ button.

Click on “New Record” to add people to the list.

Person First | Person Last Title of i il of Other
Name Name Position Position

\ (et ! —

[Sponsor Info] [Admin Pe

nel] [ Personnel Other Work] [ Budget]

WISCONSIN DEPARTHMENT OF

PUBLIC INSTRUCTION
2. Enter or change information. Click “Save” when finished. Home-Day | School Nuti on | gummer Food

Care

Home

3. Click on "Continye" when finished. g Summer Food Service Program (2010) Apalication

Information

10014 - Adams-Friendship School District

Provide the names, titles and management responsibility of the staffing personnel and click save button to save the data. Click
'Back’ button te go back without saving.

WISCONSIN DEFPARTHMENT OF Person First Name
PUBLIC INSTRUCTION [
Title of Management Position

R bility of M t
Mome-Day | School Nutrition Community Nutrition Summer Food Logout [t ity of Managemen | Approving Purchases or Rentals [+]
Care Program Program Program

Other

Home Submit Contract

Summer Food Service Program (2010) Application HBAEK [dsave
Information

10014 - Adams-Friendship School District

who will be responsible for management responsibilities. To add new personnel dlick "New [Spenser Info] [Admin Personnel] [ Persennel Other Work] [ Budget]
e list select the person and press 'Delete’ button.

Review and update information for thosh
Record"” button. To drop personnel from

Person First Person Last Titl of Management e .
ey of
Name Name ition

Other

Amy Kolano Coordinatol Approving Purchases or Rentals

Approving Regular or Overtime Hours for
Employees

Reporting Participation and Cost Data;
Preparing Claims

Amy Kolano Coordinater
Amy Kolano Coordinator

Amy Kolano Coordinator Coordination of Site Supervisors

Amy Kolano Coordinator Coordination of Monitoring Requirements

| IrfE8kn !CON[IMJE

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget]
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Sponsor Training Session

It is required that sponsor administrative and operational personnel receive
training annually. These training sessions are to be documented and kept on file.
Sample training documentation forms can be found in the SFSP Administrative

Guidance Manual attachments under Section 9, Recordkeeping.

1. To enter a training session, click on “New Record”. To update information

already listed, click on the name of the trainer.

topics. Click “Save”. Use the "Delete", as necessary.

4. Click "Continue" when finished.

Select the training type (administrative or operational) and enter the name
of the person(s) providing the training, dates of each session, and session

Continue to add training sessions as necessary by clicking on “New Record”.

ISCONSIN DEPARTMENT OF

: PUBLIC INSTRUCTION
léI:::e-Day ﬁ::gn:;;:utrition g::)r;r:laumnity Nutrition 'S’:‘;r;r:]ae"r‘Food ’m

Home Submit Contract

Summer Food Service Program (2010) Appl)fation
Sponsor Training Session Informatig

10014 - Adams-Friendship School Dfstrict

Review and update training session(s) listed below. To add a new training sessiopf click 'New Record' button. To drop a session from
the list select the session and press 'Delete’ button.

[ Training is Mandotory for all sponsg¢f and site personnel]

‘Trainer First Name Trainer Last Name Training Type Sessigh Date Session Topic
\Amy |Kolano Admin 05/01/2010 |contract, claim, monitoring, civil rights
\Amy Kolano Oper 6/01/2010 'menu, meal counting, civil rights, sanitation, etc

¥
\j RE‘CEg'Rn ! CONTINUE

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility]

CONSIN DEPARTMENT

Home-Day School Nutrition Community Nutrition Summer Food Yoaout
Care Program Program Program 9

Home Submit Contract |

Summer Food Service Program (2010) Application
Sponsor Training Session Information

10014 - Adams-Friendship School District

Review and update training session(s) listed below. To add a new training session click 'New Record' button. To drop a session from
the list select the session and press 'Delete’ button.

[ Training is Mandotory for all sponsor and site personnel]
\Fﬁaukﬁlst Namé }Trainer Last Namé i’Training Type g Session Date Session Topic i
\ NEW ’
\j RECORD CONTINUE

[Sponsor Info] [Admin Personnel] [ Persennel Other Work] [ Budget] [ Management Responsibility]

SCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION
W ]Ef:;:algutrition g:::;Taumnity Nutrition 2:1:;:1:;:‘ Food Logout

Home

Summer Food Service Program (2010) Ap;lication
Modify, Delete Selected Personnel for Training Information

10014 - Adams-Friendship School District

Provide the training information of the staffing personnel. To Modify information change data and click save button. To delete the
record click delete button.

Training Type \ Ac!min E]

Trainer First Name Amy

Trainer Last Name Kolano

Session Date 5 /|1 /2010 [MM/DD/YYYY]
Session Topic contract, claim, monitoring, civil rights

Blonck save Xoewere

[Sponsor Infe] [Admin Personnel] [ Personnel Other Werk] [ Budget] [ Management Responsibility]
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Civil Rights Pre-Award Compliance Review Information

Provide an estimate of the racial and ethnic make-up of the participants to be
served by the SFSP. Prior year sponsors may use the actual numbers gathered on
the Racial/Ethnic Data Form as an estimate if changes in the population served has
not changed. Please note that this is a separate count by category. Be sure to total
each category.

Indicate efforts to assure that minority populations have an equal opportunity to
participate — Select ‘yes’ or ‘no’ for each area listed.

Describe efforts made to contact minority and grassroots organization about the
opportunity to participate. Note text boxes on this page have a limited number of
characters that may be entered. If more are entered an ‘error’ message will
appear.

List any Federal agency/agencies providing financial support to your agency.

Indicate if your agency has been found to be in noncompliance with any of the federal
agency/agencies from whom it receives assistance.

"Continue" when finished.

Summar food Service Frogrem (2014) Apgheetion
il Rights = r— e

10014 - Adema-Frimndakip School Ditrict

Providw infarmetion in sech of the four erees balow.

1. {A) ESTIMATE the recicl mois-up of the porticipents to b Tortal Childran (A}
-

R —

Totel Recicl Hokeup |12z

{8} ESTIMATE wthnic meke-up of the perticipents to be amrred

in your Summer Food Service Progrom. Totel Children (8]

Totel Bthmiz Mekeus s

2 Indiccte wfforts mede to casure thet minorty populctoms
Acvm £ mgoe] SEortun by £2 PEctic oote (hese o) Tt

=orty £d grERs-oots SrREACEL on £oaot thw
Cherezters)
e

A

[s. Lt eny Padurel eganzy feguncim providing finenciel aupgart ta your egency. (1000
e lena Chetestera )

5. Hen your egancy evar bean found to ba in noncom; ahence by the Fedensl
femocy/egunziea from whom i reseves caaatence? v

'<W1“A
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List of Sites Registered

At this point forward, the information requested will be specific to the
site(s) where meals will be served. All sponsors must have at least one ; WISCONSIN DEPARTHENT OF
site! | PUBLIC INSTRUCTION
. L. . . . . . Home- Sch:)o! Com!n_unity Summer special Milk Other
Sites that have participated in the SFSP in prior years will appear on this Day Nutition Nutrition rood o | et s | Logout
R R . L. . . . are rogram rogram rogram
page. If the site will continue participation this summer, click on the | ey G
name of the site to update the site information. If the site will no longer CIDCE U R e L e L
participate, click on the name of the site, scroll down to the bottom of the rendei -
10014 - Adams-Friendship School District
first page of the site application and click on the "Delete" button. , o , , o , o ‘
Listed below is/are site(s) valid for the contract renewal process. Select the site by clicking on the site number and provide/update site
contract information. Follow the same process for a\‘\ site(s) your Agency wants to bring on the program. To 'Add' a new site to the contract,
click the "Mew Record' button and follow the instructions.
Site Status Definitions: site No. || Site Name [ type of site || site status_|[||
Active sites are those that will be pPa rtICIpatlng in the SFSP this current 12594 Adams County 4-H Horse & Pont Event Open Active Update Site Details
. . . . . 8514 Adams County Fair Open Active Update Site Details
year. Site details must be updated in order for the application to be 2083 | Adams Coumty Dorary open etve EE—
approved. 8513 Adams-Friendship Elementary Open Active Site Details
8001 Adams-Friendship High School Qpen Active Site Details
8081 Adams-Friendship Middle School Open Active Site Details
Inactive sites are those that may participate in the SFSP this current year 801050 ||Adams-Friendship Social Services Open active Update Site Details
or perhaps next year. Site details do not need to be updated until the site 200839 |[Beaver Traler Park Gpen A ol o Dol
. . . . . 9371 Burt Morris Park Open Active Update Site Details
is reactivated. This eliminates the need for the sponsor to add and delete 900109 || Community Gardan St/ AF Grads schwa|  opan || Acive ||| Upeate sie e
sites that do not consistently participate from year to year. 8003 |[colata's Trailer Park [ open [ adive ][ update site etais]
8009 Driscol's Trailer Park Open Active Update Site Details
8004 Edge of Town Open Active Update Site Details
1. Click on “Change Site Status” to make a site ‘Active’ or ‘Inactive’. 800110 |[Friendship Beach Open active Update Site Details
8005 Friendship Park Open Active Update Site Details
. . . . . . 800108 GM First C regati I United Church of o] Acti Update Site Detail
2. To add sites to the applicaion, ek New Recorg” to begin entering e e
Slte |nf0rm at'on 800685 King Pine Trailer Park Open Active Update Site Details
| 12459 ”Lake Delton Elementary/Summer Kamp ” Open H Active ” ” Update Site E'etai\s‘
Do NOT I k h "C . " b h b 12592 Lake Delton Elementary/Summer Kamp Open Active Update Site Details
—— click on t e Ontlnue Utton at t e Ottom o 8006 Lion's Park Open Active Update Site Details
have entered ALL information for ALL of the sites (this will inclu \I 800938 _|[Pinequilizer Mabile Hame Park L open ][ active  [[][ Updote site Details]
. . . . . . 12598 Renewal Unlimited Headstart-Pineland Gra Open Active Update Site Details
Application, Site Meal Service, Site Personnel and Sessions pages). S e - — E——
| 12458 \H'Sz,\lohn‘s Lutheran Church ” Open H Active ” ” Update Site DetaHs‘
11615 TrinitMn Church/vBS Open Active Update Site Details
llm White Creek Liow Open Active Update Site Details
Change
Site \Nm B conrmwe
Status |_|RECORD

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility] [ Sponsor Training]
[Civil Rights Compliance]

=l
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Site Application

1. Enter the Name of the site if it does not automatically appear.

2. Select the County in which the site is located. Sites must be located in

Wisconsin.
Enter the Start and End Dates of Operation.
Enter the Address and Telephone number of the Food Service Site.
Enter the Name of the Site Supervisor.

Describe the geographic area to be served by the site. Indicate the name of
the school if using elementary, middle school or high school free/reduced
data to determine site eligibility. Camps, Upward Bound, and NYSP programs
may omit this question.

Enter the Percent of Children to be Served by Site Who Meet Eligibility
Requirements for Free/Reduced Price School Meals. If using school data,
report the percent of students eligible to receive free/reduced price meals in
the elementary school listed in above. If using data from a CEP school, enter
the school’s individual CEP percentage. Please note that school free/reduced
data, CEP data, and census data will qualify a site for up to 5 years. The
percentages provided on this page may be updated annually or once every 5
years (sponsor’s discretion).

Check all the USDA Programs (other than SFSP) which this site participates.
Sites participating in the SFSP are not eligible to participate in the Special Milk
Program during the same time period; sites which participate in the CACFP
cannot switch to the SFSP unless: 1) there is a significant change in the
services provided, and 2) there is a significant change in enrollment - USDA
FNS Instruction 782-4, Rev. 2. Applicants must submit a full description of the
site services/enrollment changes for consideration, if applicable.

Select the site type and method used to determine it eligible to participate.
Submit documentation of eligibility, if required.

WISCOMNSIN DEPARTMENT OF

' PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food L
ogout
Care Program Program Program

Home

Summer Food Service Program (2010) Application
Site Application

10014 - Adams-Friendship School District
General Information: Enter numbers like Zip, Phone without hypen or dashes.

Site Name County| v

Site Program Start Date I v [MM/DD/ Y] Site Program End Date v v [MM/DD/YYYY]
Street Address City Zip Phone

Name of Site Supervisor (if unknown at this time, provide to DPI prior to begining of operation):

First Name Last Name

Geographic location and Free/Reduced Information:

Site Area Eligibility Describe geographic area to be served by site. Indicate name of school if using school free/reduced data to
determine area eligibility for this site.

Percentage of children to be served by site that meet eligibility requirements for free/reduced price school meals.
Percentage of Children % [00.0] Month [+ Year vyl

Check all USDA Program in which this site participates:
[Inione

[l national School Lunch Program

[ child and Adult Care Food Program

] Special Milk Program
[[] school Breakfast Program
[J Food Distribution Program (Commodity)

rting eligibility document attached:

Select Type of Site and provide list of su

Type of Site | Closed Enrolled v

[ 1. Public or nonprofit private schools located in the area of the site show that 50 percent or more of the enrolled
children are eligible for free or reduced price meal.

[ 2. pocumentation from departments of welfare, education or zoning commissions indicate area is eligible.

[ 3. Census tract information indicates area is eligible.

[ 4. Household Size-Income Statements will be collected frem parents and maintained on file to document the
income eligibility for individual children and thus site eligibility (at least 50% fo the children enrolled in the site must
be determined “needy”).

Os Eligibility documentation for individual children enrolled in site will be collected and maintained on file from the
public or private school food authority(s) agreeing to release such information for the purpose of determining SFSP
site eligibility. This data will indicate that at least 50 percent or more of the enrolled children are eligibile for free or
reduced price meals.

[J6. Upward Bound eligibility documentation far individual children enrolled in the program will be collected and
maintained on file. This data will indicate that at least 50 percent or more of the enrolled children meet Upward
Bound income requirements.

[17. The site serves predominately children of migrant farm workers.

[Ja. Household Size-Income Statements will be collected from parents and maintained on file to document the
income eligibility for individual children.

Oe. Eligibility documentation for individual children enrolled in the site will be collected and maintained on file from
public or private school food authority(s) agreeing to release such infarmation for the purpose of determining SFSP
site eligibility.

[J 10. Upward Bound eligibility documentation for the individual children enrolled in the program will be collected
and maintained on file.

[J11. Children served at the site are bussed from areas that are eligible using school, census or other approved
data.

[J12. nyse site complies with the Department of Health and Human Services guidelines for income eligibility for

children attending this program.
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Site Application Continued

10. Enter Tentative Visit Date(s), Review Schedule and Monitor information for the
site.

11. Check the box provided if the applicant is requesting a Meal Pattern Exception
or Variation for this particular site. A request will need to be submitted to DPI for
consideration.

12. Select type of menu planning system and offer versus serve provision to be
used at this site. School sponsored sites may choose to plan meals following the
SFSP Meal Pattern or the NSLP or SBP meal pattern. Non-school sponsors and
schools not participating in the NSLP must use the SFSP meal pattern. See the
SFSP Administrative Guidance Manual for details on Offer Versus Serve and how
it applies to the various meal types within the various meal patterns. Please note
that the snack meal pattern is the same for all Child Nutrition Programs.

13. Provide Meal Service Information.

14. Select Meal Count Procedure for the Site.

Provide Meal Adjustment and Facility Information

Procedures are in place for the adjustment of meal orders to reflect the number of children participating daily. | Yes ¥

Briefly describe procedure for adjusting meal orders,

Site has adeguate facilities for holding meals at proper temperatures or meals will be served within one hour. | Yes ¥

Briefly describe holding facilities or indicate meals are served within one haur,

15. Select
21| YES or NO to

Site has adequate facilities for storing leftover meals or meals are returned to the meal preparation kitchen |Yes ¥

Briefly describe storage facilities or indicate meals are returned to the meal preparation kitchen.

Check/Select all that apply to the site

Food service is the part of a regularly scheduled organized program of activities for children at this site
¥ This site participated in the Summer Food Service Program in prior years
Prior sponsor name|Adams-Friendship Area School | Most recent vear of participation 2012 |[Y¥YY]

H BACK !comwr < pELETE

[Sponsor Infa] [Admin Personnel] [ Pe idget]

Management R

Provide Tentative Visit Date(s), Review Schedule and Monitor Information

Date of Scheduled
Preoperational I il
Visit:

Date of Scheduled I I
First Week Visit

Date of Scheduled
Review

[MM/DD/YYYY] [Do not enter date if 'Not Applicable’]

[MM/DD/YYYY] [Do not enter date if 'Not Applicable’]

v il [MM/DD/ Yy ]

[Must be completed prior to end of 4th week of site's operation]

Monitor First Name
Completing
Visit/Review

Last Name

Check if Sponsor requesting Meal Pattern Exception or Variation for this site. Submit detailed request in writing to DPIL

Select Menu Planning System used to plan meals and Offer Vs Serve provision for SFSP Site.

Menu Planning System

Breakfast SFSP Meal Pattern ¥
Lunch SFSP Meal Pattern ¥
Supper Mone A

Offer Vs Serve

Breakfast Ne ¥
Lunch Yes ¥
Supper None ¥

Provide Meal Service Information

Meal Preparation Method | Sponsor preparation at central kitchen facility >
Site Location Indoor.

Meal prepared/delivered () Meals Prepared on Site @ Meals Deliverad to this Site

How many Children can
eat at this site at one 100
time

How will the meal service |Site supervisor will be responsible for making sure al children are
be supervised served properly.
(200 Characters)

Select Meal Count

. () Meal count is taken at the end of the meal service line at the point it
Procedure for the site

has been determined that the child has received a complete meal

(%) Meal count is taken at the beginning of the meal service line. A
person is positioned at the end of the line to verify that each child has
received a complete meal.

[ ] Family Style Meal Service - The meal count is taken after the children
have been seated and have received their meal. (Applicable for Camp
Site Only)

O other

[If you selected 'Other' as meal count Procedure for the site please
describe it] ( 150 Characters only)

the statements that apply to the food service operation. Provide a brief
description of the procedures for adjusting meal orders, description of facility for
“|| holding meals, and for storing leftover meals.

16. Click on "Continue" when finished.
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1. Click “New Recor
salary per hour, specific
food service persons at the sit

to enter the title, number of hours devoted to the SFSP,
d service duties and dates of employment for all

Site Food Service Personnel Information

o update information, click on the title of

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

the operational position.

2. Click on] "Continue" when finished.

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

Logout

Home Submit ontract‘

Summer Food Service Program (2010) Application
Food Service at Site

999090 - Super Summer Food Program
330841 - XYZ Site

Operationgl Labor Personnel

Review andfupdate personnel information for those who will be responsible for working at sites. To add new personnel click 'New
Record' butfon. To drop personnel from the list select the person and press 'Delete’ button.

Home Submit Contract

Summer Food Service Program (2010) Application
Food Service Personnel Working at Site Information

999090 - Super Summer Food Program
330841 - XYZ Site

Operational Labor Personnel

Review and update personnel information for those who will be responsible for working at sites. To add new personnel click 'New

ord' button. To drop personnel from the list select the person and press 'Delete’ button.

jlileiarane ! Total Hours s:""" Fer | Total salary s"e"“cl Start Date of | End Date of
oted to Voﬂl“l:t'eer Amount for Sardice or /! for
Volunteer) Enter Zero Erooranvii B vimics Wi LI SES deiEEr

NEW !
u RECORD | CONTINUE

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility] [ Sponsor Training]

[Civil Rights Compliance] [Site

s) Listing] [Site Application]

Title of Pperational | Total Salary Per [ I
=2 A Total Salary Specific Food Start Date of End Date of
Bositic (l-eEo?I:k‘ Hours, o, Hour, If Amount for Service for for
Volinteer) SFSP | Enter Zero o9 D HIEE HIEE R
[ serve, count
Volunteer 100 0.00 0.00 | Meals, clean- 06/10/2010 08/10/2010
up, order for
next day

|| rfESRo !CONTIMJE

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility] [ Sponsor Training]
[Civil Rights Compliance] [Site(s) Listing] [Site Application]

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food
Care Program Program Program

Home ‘

Summer Food Service Program (2010) Application
Add New Food Service ing at Site

999090 - Super Summer Food Program

Operational Labor Personnel

Click 'Back' button to go back without saving.

Title of Operational Position (i.e., Cook,
Assistant Cook, Volunteer)

Total Hours Devoted to SFSP

Salary Per Hour, If Volunteer Enter
Zero

Specific Food Service Duties
Start Date of Employment for the SFSP v /l [MM/DD/YYYY]

Start Date of Employment for the SFSP v / [MM/DD/YYYY]

H BACK H SAVE

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility] [ Sponsor Training]
[Civil Rights Compliance] [Site(s) Listing] [Site Application]

Provide the titles, Employment Dates, Specific duties and Salary of the staffing personnel and click save button to save the data.
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List of Session(s) Registered

A session is the period of time in which meals are served at this site.

Camps should list each group of children attending camp as a separate

session. Occasionally the dates of these separate sessions will overlap & PUBLIC INSTRUCTION

- that is OK. Use "New Record" at the top of the page to add another

session. Non-camp sites may also need to list more than one session if Sonebavd | | ochealiiimon |[pGommunity Nutritions | [Foummer Fooc Logout

there is a break of a week or more between the dates of operation. Home Submit Contract |
For single session sites, list the beginning and ending date of meal SUMHEE Fosd Seniice Piogram (JUIU) Nighcandn
SerVIce fOI’ the entll‘e summer. 10014 - Adams-Friendship School District

330740 - ABC Site

Review/Update session(s) information. Click on the session number to review or update information. To add new session click 'New
Record' button. To drop session from the list select the session and press 'Delete’ button.

IT IS IMPARATIVE THAT CHANGES MADE TO THIS SECTION OF THE SITE :

APPLICATION BE SUBMITTED AND APPROVED BY DPI PRIOR TO THE | S G e
CHANGE OCCURING. DPI CANNOT REIMBURSE A SPONSOR FOR MEAL BN e—

SERVICE THAT HAS NOT RECEIVED PRIOR APPROVAL.

[Sponsor Inrzc] V:Adrmn Perscnnelrl [ Personnel Other \‘icrl’(]’ [ Eudgetj [ Management Respcnsrbrl\(y'] [ Sponsor Training]
[Civil Rights Compliance] [Site(s) Listing] [Site Application] [Site Operational Personnel]

1. Click to "New Record". Do NOT click on "Continue" until all
sessions for the site you are working on have been entered.

2. When finished adding all sessions for the site you are working on, click "Continue" to take you back to the List of Site(s) Registered page.
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Session Information

Enter the beginning and ending dates for this particular session.

Enter the number of days that the site will operate during each
month listed. Enter “0” if not operating in a particular month.

Check each day of the week that the site will operate.

Meal Service Information - Select the meal services that will be
provided under the SFSP at this site. Also provide the estimated
number of children to be served daily, the estimated number of these
children that are eligible for free and reduced priced meals, and the
beginning and ending time for each meal service.

Entering Times of Meal Service - Enter using decimals (i.e. 8:30 as
8.30; 10:00 as 10.00, etc.). Select AM or PM.

Click on "Save" when finished. You will be taken back to the List of
Sessions page.

DEPARTMEMNT OF

WISCOMSIHN

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program
Home
Summer Food Service Program (2010) Application
Add Session Information
10014 - Adams-Friendship School District
330740 - ABC Site
Session Beginning Date ' ¥l [MM/DDYYY] Session Ending Date y i [MM/DDYYYY]
Number of Operating Days in each Month
May June July August September
Scheduled date(s) Site will be Closed (i.e. July 4th, etc.)
Operating Days of the Week (Check each day this site will operate on a regular basis)
DMnnday DTuesday DWednEsday DThursday DFrlday DSaturday DSunday

Meal Service Information [Enter times of meal service with decimals and not colons]

No. Of Children

Check Type of Meal to | No. Of Children to be | eligible for Free Time Meal Service Begin Time Meal Service End

be Served Served by Meal Type | Reduced Price
Meal
[ Breakfast Oam Orm Cam COrm
[JaM Supplement Oam Orm Cam Orm
[iunch Oam Orm Cam Orm
[Jpm supplement Oam Opm Oam Oem
O supper Oam Cem Oam Oem

H BACK H SAVF

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility] [ Sponsor Training]
[Civil Rights Compliance] [Site(s) Listing] [Site Application] [Site Operational Perzonnel]

23



List of Session(s) Registered

If you have more sessions to enter for the site, click on "New
Record". To delete a session, click on the Session number and then
click on the “Delete” button at the bottom of the session page.

When you are finished entering all sessions for a particular site,
click on "Continue".

This will take you back to the List of Site(s) Registered page. If
you have more sites to enter, click on "New Record". Follow the
instructions as previously stated until all site information has been
entered. When you are finished entering all sites, click on
"Continue" on the List of Site(s) Registered page. You will then be
taken to the List of Documents to be Submitted to DPI for
Approval page.

When to delete a site - when it was entered in error and when
you are notified that the site will not operate at all and you do not
anticipate that it will in the future. If the site served meals, but
has a change in the dates of operation, do not delete this site. Go
to the site information by clicking on the Site Name and modify
the dates of operation on both the Site Application page and the
Session page.

N DEPARTMENT OF

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food to
gout
Care Program Program Program

Home Submit Contract

Summer Food Service Program (2010) Application
= 2 q Sy < e

of s) Infor

10014 - Adams-Friendship School District
330740 - ABC Site
Review/Update session(s) information. Click on the session number to review or update information. To add new session click 'New
Record' button. To drop session from the list select the session and press 'Delete’ button.

No i inning Date i ding Date
2747 06/10/2010 08/10/2010

. % _NEW
||recoro Hcomxme

sibility] [ Sponsor Training]
| Personnel]

] [ Budget] [ Management Re

[Sponsor Info] [Admin Personnel] [ Personnel O rk] [
g] [Site Application] [Site Operatio

[Civil Rights Compliance] [

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

Summer - .

Food Special Milk Othe_r L ut
Program Services 9

Program

School Community
Nutrition

Nutrition
Program Program
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Summer Food Service Program (2015) Application
List of Sites Registered

10014 - Adams-Friendship School District

Listed below is/are site(s) valid for the contract renewal process. Select the site by clicking on the site number and provide/update site
contract infermation. Follow the same process for all site(s) your Agency wants to bring on the program. To 'Add' a new site to the contract,
click the 'New Record' button and follow the instructions.

Site No. ” Site Name ” Type of Site H Site Status ” H
12594 Adams County 4-H Horse & Pont Event Open Active Update Site Details
8514 Adams County Fair Open Active Update Site Details
8083 Adams County Library QOpen Active Update Site Details
8513 Adams-Friendship Elementary QOpen Active Update Site Details
8001 Adams-Friendship High School Qpen Active Update Site Details
8081 Adams-Friendship Middle School Open Active Update Site Details
[ 801050 |[Adams-Friendship Social Services I Open [ Active ][ update site petails|
[ 800859 |[Beaver Trailer park I Open | Active ][ update site petails|
9371 Burt Morris Park Open Active Update Site Details
800109 Community Garden Site/0Old AF Grade Schoo QOpen Active Update Site Details
8003 Dolata's Trailer Park QOpen Active Update Site Details
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List of Documents to be Submitted to DPI for Approval

Based on the information provided in the Application you will be
provided with a list of documents that must be submitted to DPI.

These items must be uploaded into the Application prior to ¢ PUBLIC INSTRUCTION

a pprova | * Home- School Community Summer Special Milk | Other
Day Nutrition Nutrition Food ppe " Logout
rogram Services
Care Program Program Program

1. The documents to be uploaded must be in a PDF format. ome Erer e e

WISCOMNSIN DEPARTMENT ©

Summer Food Service Program (2015) Appllcatlon

2. Click on ‘Upload’ for each of the documents required (=]liolne diiedEpp
3. ‘Choose File’ from your p ive, choose the file and 35810 - Turtle Lake School District
H ’
then CIICk pload : List of Document(s) to be Submitted for Review
I File upload
Document Last File /
WISQOMNSIN DEPARTMENT updated Update

PU . IC [NS | RUCTION Vendor Contract - If required to competitively bid; n $150,000 for Upload
vendor/FSMC) submit a copy of the Invitation to Bid and Schedul® u . P

Letter to the Health Department '} Upload

Home- schywol | Community Summer Special Milk | Other Amendement to Add Summer Food Service Program(SFSP) and/or Child and Adult

Day Nutrition Nutrition Food pe M Logout Care Food Program(CACFP) to the FSMC Contract (N/A if SFSP was included in Upload
Program Services P .

Care Program Program Program original bid.)

Hcommue

[Sponsor Info] [Admin Personnel] [ Personnel Other Work] [ Budget] [ Management Responsibility] [ Sponsor Training]
[Civil Rights Compliance] [Site(s) Listing]

Home

Summer\Food Service Program (2015) Application
Docugnent(s) to be Submitted for Approval

35]10 - Turtle Lake School District

x

submit a copy of the {nvitation to Bid and Schedule of Bid Dates.] WISCONSIN DEPARTMENT O

Click Eruwse¥ttun to select a PDF File to upload | = PUBLIC INSTRUCTION

Selected File : | Choose File | No file chosen :
Home- School Community Summer - -
Day Nutrition Nutrition Food szl LAl Othe_r Logout
Program Services
Care Program Program Program

&UPLDAD Home Enter-Modify Contract

[Upload the attachment for Vendor Contract \'equired to competitively bid, (more than $150,000 for vendor/FSMC)

- . N Summer Food Service Program (2015) Application
[Document(s) to be Submitted for Approvall s) to be for App

35810 - Turtle Lake School District

List of Document(s) to be Submitted for Review

. . . . File Last - bl
4. When finished, click ‘Continue’: Pocument updated (|7l 4
vendon /EOMIE) b o of the Tositation ts Bid mad Sthacioe of B pates. || 23/04/2015| [ ||update
Letter to the Health Department 03/04/2015 ’5 Update

Note: Additional documents such as Field Trip Notifications and waiver [t ment o ade Summer oo sericsprogan(<Fen) o i and .
requestS that are not pa rt Of the appllcatlon are to be uploaded to the DPI W Program(CACFP) to the FSMC Contract (N/A if SFSP was included||03/04/2015|( | =] ||Update

website. Please see page 28 for more information. \
HCONHNJE
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[Civil Rights Compliance] [Site(s) Listing]




Certification Page

Read the terms listed and the Permanent Agreement/Policy
Statement (link provided at the bottom of the page). Click on the
"Submit" button to agree to the terms and conditions of the
Annual SFSP Application and Permanent Agreement/Policy
Statement. This will submit the contract to DPI for review and
approval. If you review or update information after the initial
submission, you must always click the “Submit” button when
exiting the contract to allow DPI to review the changes.

Print off a copy of the Permanent Agreement/Policy Statement
and keep with a copy of the Application. School Food Authorities
participating in the National School Lunch Program should refer
to their Permanent Agreement/Policy Statement. A copy can
also be found online at: http://fns.dpi.wi.gov/fns online,

under School Programs, Contracts.

Home Submit Contract

WIS COKSE M OOEFLRTMER

PUBLIC INSTRUCTION

Harme-Day Schoal Mutrition Community NMutrition Summer Food Logout
Care Program Program Pragram

Summer Food Serviee Progrem (2010) Applicstion
Certification

10014 - Adams-Friendship School District

CERTIFICATION

All Sponsors:

I cartify that the information within this application is true and comect to the best of my
know l=dge and that the applicant her=in namad is in compliance with the audit requirement
=tated in 7 CFR Part 3053,

I understand that this infzrmation is being given in connection with the recsipt of faderal
funds and that deliberats misrepresentation or withholding of information may subject me to
pro=secution under applicable State and Federal criminal statwes,

If the applicant cperates a migrant sit=(s]), I c=rily that all migrant sites operated by the
applicant s=nre childiren of migrant worker Tamilies, If the site(s) also ==rv= non-migrant
children, it is und=rstood that the sit= must s=rv= predominately migrant childeen.

In addition Sponsors Mot Participating in the National School Lunch Program
further Certify:

If the applicant op=rate= a National Youth Sports Program {NYSF) sites(s), I c=dily that all
NYSP sites operated by applicant s=rve only children enrcdlzd in the NYSP; and that the NYSP
site={=) comply with the Department of Health and Human Services guidelines Tor income:
=ligibility for children att=nding the NYSP.

If the applicant her=in named s==k= approval as a wnit of local, municipal, county or State
govemment, or as a prival= nonprofit crganization, I o=dily that the applicant will directhy
operate the Program in acoordance with SFSP regulation 7 CFR Part 225 14{d)(3).

I agree to abide by the t=rms and conditions of the SFSP Application, Annual Agree=ment and
Policy Stat=ment.

SFSP Annual Agreement and Policy Stabement

u Submit



http://fns.dpi.wi.gov/fns_online

Contract Submission, Submitting Additional Documents, and Print/Browse Function

You can print and browse the approved SFSP online application at any time. The only exception is if you have submitted the online application and it has

been “locked” and is pending review and approval by DPI.

When your contract data has been received at the DPI, the following message appears “Contract Successfully Submitted to DPI...”

1.

2. Click the “Logout” button at the top, right hand side of the page
to exit the FNS system.

3. At this point, the application will be ‘locked’ and the Agency will
not be able to access it until it has been approved or when the
DPI consultant unlocks it for the Agency to complete missing or
incomplete information.

4. If the Agency needs to get back into the application prior to the
DPI consultant’s review, contact either Amy Kolano at
amy.kolano@dpi.wi.gov or Kimberly Musiedlak at
kimberly.musiedlak@dpi.wi.gov to unlock the contract.

What happens next?

T OF

Q&. PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program

Home Submit Contract

Summer Food Service Program (2010) Application
Contract Application Submitted

10014 - Adams-Friendship School District

CONTRACT SUCCESSFULLY SUBMITTED TO DPI...

Your agency's Contract information has been successfully submitted to the Department of
Public Instruction (DPI). Contract changes will become effective after they have been
reviewed by an assigned consultant at the DPI. In case of any descrepancies, a consultant
will contact your Sponsoring Organizations for resolution.

You may modify any information submitted to the DPI before the contract is reviewed by DPI
Consultant. However, once the contract is under review, you will receive a message that the
contract is locked.

Click Home page button to go back to home page or click logout at top right corner to
exit application completely.

¥ Home

DPI will review the application. Once DPI begins the review of the application it will be 'locked' and the Agency will not be able to access it until it has
been approved or when the DPI consultant unlocks it for the Agency to complete missing or incomplete information. If the application is incomplete,
the Agency will be notified using the contact information provided in the contract Preparer/Enterer screen. A complete application will not be
approved until the required documents are submitted to DPI via the Upload function - see page 25 for details. Once approved, the Agency will
receive an approval letter via e-mail or in the mail. If any waivers have been requested, the waiver decision will be included in the letter as well.
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Uploading Additional Documents

Documents such as Field Trip Notifications, Requests for 2m
Advance Payments (PI-1491), and Additional Waiver
Requests are to be uploaded to the DPI website.

WISCONSIN DEPARTMENT O

PUBLIC INSTRUCTION

| care

1. Click on ‘Upload Other Documents’

Click on ‘New Record’

3. Click on ‘Chose File’; ¢hoose PDF file from personal

Home Summer Food Program [Contract Enter-Modify Ccntrct Upload Other Documents Print-Browse

drive; enter document description, then click on
‘Upload’.
4. Email your SFSP consulfant to noti

them of that you
uploaded a document ihto the system.

WISCONSIN DEPARTMENT OF

PUBLIC INSTRUCTION

Home- School Community Summer A A

Day Nutrition Nutrition Food EnecalNilk Dthe_r Logout
Program Services

Care Program Program Program

WISCONSIN DHPARTMENT

PUBLIC IN§TRUCTION

Home- i Summer

Day Hutrltlon Special Milk | Other L ut
Program Services 9

Care Program Progra m

Home Contract |Upload Other Documents

o

Home Upload Other Documents

Summer Food SerYice Program (2015) Application
Field Trips Other Misc Documents Summer Food Service Program (2015) Application
Field Trips and Other Misc Documents
35810 - Turfle Lake School District
35810 - Turtle Lake School District
Use this area to upload Field Trip Notifications and other miscelljneous documents as requested by DPI. Documents may be uploaded, but NG
cannot be deleted. Do NOT use this area to upload documents that were requested within the contract. After uploading any new document
please contact your SFSP consultant and let them know via emaillor phone. [Upload the attachment for Field Trips and Other Misc Document.]
Field Trips ﬂnd\Dther Misc Documents . .
Click Browse button to select a PDF File to upload
Description \ H E;altaeilt H File
' Selected File : | Choose File |No file chosen
NEW P
JRECDRD Description :

Vﬁupu:mn

[Field Trips and Other Misc Documents]
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Print/Browse

You can print and browse the approved SFSP online application at any time. The only exception is if you have submitted the online application and it has

been “locked” and is pending review and approval by DPI.
To print or browse the online SFSP application:

Log into the application using your assigned agency code and pass word.
Select Summer Food Service Program.
Select Contract.

Select Print-Browse.

o

WISCONSIN DEP AW

88 PUBLIC INSTRI

Home‘ Horne-Day Care School Nutrition P

" - |
Qaram Carnmunity Nutrition Program Summer Food Program Logout}

CONSIN DEPARTMENT OF

LIC INSTRUCTION

Community Summer
Nutrltlon Nutrition Food ZpElLL Other Logout
Program Yervices
Program Program Program

Home | Summer Food Program| Claim Reimbursement Contract

WISCONSIN

DEPAR

School Community
Nutrition Nutrition
Program Program

A Special Milk | Other
Program Services EoncuL

‘Home Summer Food Program | Contract| Enter-Modify Contract Upload Other Documents Print-Browse
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10014-Adams-Friendsh....pdf

Print/Browse

Select the Program year from the drop-down box and click
“Continue”.

The Application will download as a pdf file. Open the file with the
system viewer. This allows for printing the entire Application or
you may seldct certain pages to print.

WISCOMSIM DEPARTMEMNT OF

PUBLIC INSTRUCTION

School Special
Nut 1114
Program

Logout

Services

WISCOMSIN DEPARTMEMNT OF

PUBLIC INSTRUCTION

Home Contract Browse

Home- School Community Summer 5 t Other

Day Nutrition Nutrition Food ps = Logout
ervices

Care Program Program Program Program

Summer Food Service Program
[view Approved Contract]

10014 - Adams-Friendship School District

\ [Program Fiscal Year]

SelectfFiscal Year for which your Agency want to Browse/View Contract.
[No Wear in List Box mean Agency does not have approved Contract]

Select Program Year: | 2013 ¥

Hcomxmz

Open

Always open files of this oe

Open with system viewer

Show in folder

'—| ¥ Show all downloads...

Summer Food Service Program
[View Approved Contract]

10014 - Adams-Friendship School District

\ [Program Fiscal Year]

Program Year: 2013 ¥

Hcomnwf

[= 10014-Adams Friendship School District 2013 (5).pdf - Adobe Reader B
File Edit View Document Tools Window Help
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Non-discrimination Statement: In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies,
the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based
on race,

color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.
Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign
Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages
other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at:

http://www.ascr.usda.gov/complaint filing cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the

information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:
(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax:(202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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